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JOB AID 
 

RETURN TO DUTY (RTD) ACTION 
SAMPLE 

 
 

HR ASSISTANT 
 
1. HR Assistant initiates RTD action input sheet. 
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2. HR Assistant selects “Submit to Subprocess” and clicks on  to end the “Initiate 
Action” process and retrieve the RTD input sheet. 

 

 
 

An automatic email notice that the RTD action has been received in HR is sent to the 
addressee(s) shown in the AO’s Email Address field of the input sheet, for example: 

 

 
 
 
3. HR Assistant receives e-mail or WiTS pop-up window notification that a new 

workitem has been received. 
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4. HR Assistant opens RTD action to retrieve and complete the “Return to Duty” section 
that has been added at the bottom of the Initiating Action input sheet. 

 

5. HR Assistant selects “Send to HRS” and clicks on  to forward RTD action to 
HR Specialist for review. 
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HR SPECIALIST 
 
6. HR Specialist receives e-mail or WiTS pop-up notification of new workitem.   
 
7. HR Specialist opens and reviews the WiTS RTD action.   

 

8. HR Specialist selects “Send to SPA” and clicks on  to forward RTD action to the 
SPA. 
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SPA 
 

9. SPA receives e-mail or WiTS pop-up notification of new workitem.   
 
10. SPA reviews page 1 and enters the Effective Date on page 3 of the RTD input sheet. 

On Page 1  -- SPA reviews Transaction Information, Current Employee/ 
Position Information, and Return to Duty sections of the RTD input sheet. 
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On Page 2  -- SPA reviews to ensure that no data is entered on page 2 of the 
RTD action input sheet. 
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On Page 3  -- SPA enters Effective Date in SPA Action Processing section 
of the RTD input sheet. 
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11. SPA selects “Completed-Send Email Notification” and clicks on  to complete 
the WiTS RTD action to move it from the Active to the Archived  bizcove.     

 

 
 

 
12. Completed action sends an automatic email to the addressee(s) shown in the AO’s 

Email Address field of the input sheet. 
 

 
 
Sample email message…. 
 

 
 


